Debt Waiver Guide for the
Erroneous Payment of LQA

Notice:

This guide supports filing debt waivers per January 3, 2013 OUSD P&R memo, Subject: “Erroneous Payment

of Living Quarters Allowance to Certain Employees,” and May 15, 2013 OUSD P&R memo, Subject: “Living
Quarters Allowance Audit Conclusion and Results.” It is intended to help prepare impacted individuals to file a
complete and thorough waiver request, it does not mandate that individuals submit specific content or information.
Also, to clarify, waiver request decisions are made by the Defense Office of Hearings and Appeals (DOHA).



Debt Waiver Checklist

[Things to Consider Before Submitting Your

Checklist:

To request a debt waiver, complete and submit page one of the Waiver/Remission of Indebtedness
Application, DD Form 278q with your supporting documentation, including copies of your:

* SF-50s, Notification of Personnel Action, for the full time you were overpaid
(If you do not have all of the needed SF-50s, your current HR Office may be able to provide you with copies;
if HR is not able to provide the missing SF-50s, you will need a letter from your HR Office specifying which
SF-50s are not available to submit with your waiver request.)

» Civilian pay records, or Leave and Earnings Statements (LESs), for three pay periods
prior to the overpayment through three pay periods after the overpayment ended
(If you do not have more than the one year of LESs available in myPay, DFAS can provide the missing pay
records for you. to download the “LQA LES Request Letter’ template to create a letter, sign it and
submit it with your waiver request. Note-by including this letter, DFAS will add your requested pay records to
your request/application package. Also, make sure you check “YES” in block 17a on your DD 2789.)

» Job offer letter/email and/or signed employment contracts

» Letter dated on or about May 1, 2013 that you received from your HR Office explaining the
cause of the debt

* SF-1190s, Foreign Allowances Application, Grant and Report, signed by an official for the
entire timeframe for which you were overpaid

Supporting Documentation:
Be sure to also include any written statements or documentation referring to LQA or your
entitlement to LQA. This can include, but is not limited to:

» email messages

* |etters (from you or your employer, CSR, etc.)

» written correspondence where you were told you were eligible for or would receive LQA

» copies of any documentation you refer to in your waiver application and or DD 2789

If you are unable to provide supporting documentation, be sure to include specifics on who,
what, where, when and why for any LQA-related verbal conversations. Also, be sure to SIGN
each piece of supporting documentation and submit it as a part of your waiver request.

Important Reminder:
If you choose to request a debt waiver, do not include arguments about the validity or amount of the
debt in your waiver application, as the waiver may be denied on this basis. If you intend to contest the

debt by filing a request for a hearing, you should not file a waiver at this time. Once you’ve received a
decision on your hearing, you may choose to file a waiver. Please keep in mind, to request a waiver you
must submit your application within three years.
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www.dtic.mil/whs/directives/infomgt/forms/eforms/dd2789.pdf
http://www.dfas.mil/dms/dfas/downloads/LQA_Pay_Records_Request_Template.docx

Tips for Filling Out Your DD 2789 -

[Waiver/Remission of Indebtedness Applicatic

Disclaimer:
By completing and signing the DD 2789, you are acknowledging that you do not intend to dispute the validity or amount
of the debt. This is not admission or an agreement that you should be responsible for the repayment of the debt.

Please ensure you complete all of page 1 on the DD 2789. An incomplete form (i.e., skipping fields or a missing
signature or date) will delay the time it takes for DFAS to process your waiver request.

DD 2789 Tips:
You only need to complete PAGE 1 of the DD 2789. You can download the DD 2789 and use
the tips provided below and on page 4 to help you complete this form.

1. Select “WAIVER?” as your type of claim.

2. Name 3. Grade 4. SSN

5. If you work for a defense 6. Check the “DOD Civilian” box and enter your Service
agency, check “Other” and Computation Date (SCD), which can be found on your SF-50.
specify the agency.

7. Also, make sure your address is up-to-date by 8. List your employing 9. Provide your most
contacting your Customer Service Representative  agency current contact information.
or HR Office.
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Tips for Filling Out Your DD 2789

[Waiver/Remission of Indebtedness Applicat

DD 2789 Tips Continued:
Sections 10-16: If you need additional space in boxes 10-16, you can attach a typed
memo with your signature.

. For this field, type in “Living Quarters Allowance-LQA” 11. Get from debt letter

. List and attach both the notification from your HR Office and the debt letter from DFAS.

. State when you became aware that you were receiving erroneous LQA payments.

. Explain why you believe that your waiver request should be approved. This may include information that
you were given regarding entitlement to LQA and when you were notified that you are not
entitled to LQA. You should also include any supporting documentation or descriptions of
conversations you had (including who you spoke with). Make sure you sign each piece of documentation
and submit with page 1 of this form.

. Reminder to attach any of the documentation necessary to support fields 12-14.

17a. For Block 17a, check YES that you did receive your LESs if you would like DFAS to be able to provide any
of your pay records/LESs (for up to 10 years) that you do not have in your waiver request. In Block 17b,
indicate if you have requested LESs from myPay. Blocks17¢ and 17d are N/A.

19a. Your signature certifies that your statements  19b. Add your career field 19¢. Date you
on this form are true and correct to the best (e.g., Financial Analyst, completed and
of your knowledge. Accountant, etc.). signed this form.

QUICK CHECK:
Make sure you did not skip any fields. Boxes 1-14, 16-17b and 19a-19c should all be completed.
An unsigned or undated form is considered invalid, cannot be processed and will be returned.
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Next Steps

[Debt Waiver Process and Points of Contact]

Submission:
Once you have completed and signed your DD 2789 and gathered all of your supporting documentation,
the next step is to download a copy of the “Waiver Request Cover Sheet.” The final step is to send your

compiled waiver application/request package with the cover sheet to DFAS.

Mail: DFAS Civilian Pay Fax: DSN: 510-366-0354
Attn: Dept. 6200 Toll-Free: 866-401-5849
8899 E. 56th St. Local: 317-275-0354

Indianapolis, IN 46249

Please note:
You are strongly encouraged to request a debt waiver as soon as possible. During the next six months, DFAS will be
making extra efforts to expedite impacted employees’ waiver requests.

Debt Waiver Process:

e STEP 1 - DFAS Civilian Pay: [Process takes roughly 15 business days to complete.]
DFAS Civilian Pay will review your waiver request and provide missing pay records (LESs) if necessary
and requested. Next, Civilian Pay will forward your waiver request to the DFAS Waivers and Remissions
team. You will receive notification via mail or email at this point.

e STEP 2 - DFAS Waivers and Remissions: [Process takes roughly 15 business days to complete.]
The Waivers and Remissions team will ensure your request is complete and will send recommendations
to the Defense Office of Hearings and Appeals (DOHA) for a final decision. If your request is missing
information, DFAS will contact you by email and or mail.

e STEP 3 - DOHA: [Process could take up to 5 months to complete.]
DOHA will review your waiver request and make a final determination on if your debt will be waived in
full, waived partially or waived at all. If your debt is waived in full, you will be notified via mail by DFAS.
If your debt is only partially waived or if your debt is not waived, you will be notified via mail by DOHA,
along with your rights to appeal DOHA's determination.

For questions throughout the debt waiver process call:
DSN: 312-699-0580 or 800-538-9043.
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